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CENTRAL INTELLIGENCE. AGENCY 
Washington, D„ C, 

■ rt 

■ ■ ■ . j 


I STATINTL 


I STATINTL 

j|: 


ADMINISTRATIVE INST RUCTION 31 December 191*8 


SUBJECT: Allocation of Office Equipment 0 

(This rescinds Administrative Instruction No* dated 20 Janu- 

ary 19li8 • 


l c The following policy is established as a general guide for the 
allocation of office equipment and furnishings to the various offices 
of CIA: 

CLASS tl A n EQUIPMENT 

Offices of the Director and Deputy Director 
Offices of Assistant Directors and their Deputies 
Offices of CIA Staff Chiefs and their Deputies 


CLASS »B» EQUIPMENT 

Offices of Branch Chiefs 

Offices of Chiefs of organizational units equivalent 
to a Branch 

CLASS .»C» EQUIPMENT 

All other offices 


2* Exceptions to the above policy may be made with the approval of 
the Services Officer or the Executive® 0 
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CENTRAL INTELLIGENCE AGENCY 
Washing tohj Di bi 


ADMINISTRATIVE INS TRUCTION 


20 January* 1 


SUBJECT: Allocation of Office Equipment 



1. The following policy is established as a general guide for the 
allocation of office equipment and furnishings to the various offices of 
CIA: A. 


CUSS »A» EQ UIPMENT 


Office of the Director 

Office of the Deputy Director 

Office of the Executive Director / 

Office of the Asstv directors, including Deputy 

Assistant Directors 

Office of Executive for Administration and Management 
Office of Executive for Inspection and Security 
Office of Chief. ICAPS A ./ 

Office of Chief ? Advisory;.. Council 
Office of General Counsel 


C LASS »B» EQU IPMENT 


Office of Branch Chiefs 

Office of Chiefs of Organizational Units equivalent 
to a Branch / 


, CL ASS lf C tf EQUIPME NT 


All other offices 


2. Offices having special functions and reception offices will be 
allocated equipment of a class satisfactory to \ their operational needs. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


STATINTL 



Administration and Management 


DISTRIBUTION: A 


Approved Rpr Releage 2001/08/02 :CIA-RDP81-00728R0001 0002001 5-|S 


AiArAA: I v\£l: A A .. . a. * A. . ‘ . • ; 





Approved For Release 2001/08/02 : CIA-RDP81-00728R0001 0002001 5-6 


statIHjtl 


t: 


STATJNTL 

I- 


CENTRAL INTELLIGENCE AGENCY 
Washington, D„ C. 


ADMINISTRATIVE INST RUCTION 


SUBJECT: Allocation of Office Equipment 0 

(This rescinds Administrative Instruction No a 

ary 19^8 •) 


31 De cember I9J4.8 


dated 20 Janu- 


STATINTL 


StATINTL 


allocation h of f nS°! ing P0licy + is established as a general guide for the 
aliooatxon of office equipment and furnishings to the various offices 

CLASS "A" EQUIPMENT 

Offices of the Director and Deputy Director 
Offices of Assistant Directors and their Deputies 
Offices of CIA Staff Chiefs and their Deputies 

CLASS »B» EQUIPMENT J (/}'-' 

Offices of Branch Chiefs ' /) •' 

Offices of Chiefs of organizational units equivalent ) * 
to a Branch 

CLASS "C 11 EQUIPMENT 

All other offices 

th _ efl,- f XCS n pi° nS t0 the ab0Ve P 0110 ^ ma y be made with the approval of 
the Services Officer or the Executive, 1 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 



Administration and Management 


DISTRIBUTION: A 
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SUBJECT: Allocation of Office Equipment! 


1* The following policy is established as a general guide for the 
allocation of office equipment and furnishings to the various offices of 
CIA: 

CLASS »A» EQUIPMENT 

Office of the Director 
Office of the Deputy Director 
Office of the Executive Director 
Office of the Asst* directors, including Deputy 
Assistant Directors 

Office of Executive for Administration and Management 

Office of Executive for Inspection and Security 

Office of Chief. ICAPS 

Office of Oiiiei'; Advisory Council 

Office of General Counsel 

C LASS » B» EQUIPMENT 

Office of Branch Chiefs 

Office of Chiefs of Organizational Units equivalent* 
to a Branch 

' i 

GLA SS »C» EQUIPMENT 
All other offices 


2 C Offices having special functions and reception offices will be 
allocated equipment of a class satisfactory to their operational needs. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


STATINTL 



Executive for 

Administration and Management 


DISTRIBUTION: A 
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DRAFT 
12 January 1948 

ADMINISTRATIVE INSTRUCTION 

DATE 

SUBJECT: Allocation of Office Equipment 



1* following policy is established as a general guide for the 
allocation of office equipment and furnishings to the various offices of 
CIA; 

CLASS »A» EQUIPMENT 

Office of the Director 
Office of the Deputy Director 
Office of the Executive Director 
Office of the Asst. Directors, including Deputy 
Assistant Directors 

Office of Executive for Administration and Management 
Office of Executive for Inspection and Security 
Office of Chief, ICAPS 
Office of Chief, Advisory Council 
Office of General Counsel 

CLASS »B» EQUIPMENT 

Office of Branch Chiefs 

Office of Chiefs of Organizational Units equivalent to 
a Branch 

CLASS »C» EQUIPMENT 
All other offices 

2. Offices having special functions and reception offices will be 
allocated equipment of a class satisfactory to their operational needs. 


STATINTL 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



\ 


'i 
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STANDARD FORM NO. 04 / / ^ 

| 0ffice Memorandum • united states government 

TO : ACTING CHIEF, MANAGEMENT BKAiiCH DATE: 16 January 1948 

FROM : CHIEF, SERVICES TJHANdl 

SUBJECT: Proposed Administrative Instruction on Allocation of Office Equipment 

I 


;■ 1* In connection with the attached proposed Admin - 

| istrative Instruction, subject: "Allocation of Office Equipment", 

| the Chief, Services Branch, has the following comments to submit. 

jr 2. Paragraph 4 of the previous Memorandum dated 

i 11 April 1947 is preferred over the paragraph 2 of the proposed 

\ order, the reason being that the latter implies that reception 

\. offices of all descriptions, whether they 'be reoeption offices to 

buildings or a division, or whatever, will be allocated Class "A" 

| and Class "B" equipment. Also, the use of the phrase, "special 

! functions" would be a basis on which practically every office con 

! base an appeal. Past experience has indicated that such appeals 

\ will be made. Under the previous Memorandum there were practically 

j na appeals for executive type office equipment, and it is for that 

reason that the statement contained in the previous order is preferred. 


iSTATINTL 


ILLEGIB 


3. Tne proposed order also does not state wherein the 
authority lies for the determination of Class "A" or Class "B" equip- 
ment. It is believed that some authority should be worked out for 
this. It is suggested that reference be made to the Services Branch 
"Catalog of Office Equipment and Furniture" dated 1 Deoember 1947, 
in which Class "A" and Class "B" equipment is listed. 
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DRAFT 

9 January 1948 


rSTATINTL ADMINISTRATIVE INSTRUCTION 

no. 


DATE 




SUBJECT: Allocation of Office Equipment 

1. The following policy is established as a general guide for the 
allocation of office equipment and furnishings to the various offices of 
CIA: 

CLASS »A» EQUIPMENT ^ 

Office of the Director 
Office of the Deputy Director 
Office of the Executive Director 

Offices of the Asst* Directors, including Deputy a/^ 

Assistant Directors ' 

Executive for Administration and Management (1 

Executive for Inspection and Security Va f 

Chief, ICAPS 
Chief, Advisory Council 
General Counsel 

CLASS M B n EQUIPMENT 




of 


on >t s> w Branch Chiefs 
r nv rw, — 


Chiefs of Organization^Units Squi valent to a Branch 



CLASS »C» EQUIPMENT 
All other person a cS 

2. Offices having special functions and reception offices will be 
allocated equipment of a class satisfactory to their operational needs. 






FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


STATINTL 


executive for 
Administration and Management 


t 
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| Office JS/ittMOYCl/ftduWl • united states government 

iv . 

TO : EXECUTIVE FOR AMINIS TRATI Off AMD MANAGEMENT DATE: 5 January 1948 

% ™OM ‘ CHIEF, SERVICES BRANCH 

fjf: SUBJECT: Distribution of Executive Type Office Equipment 


STATINTL 

\. 


STATINTL 


1. Reference Cl G Ivlemorandum^^^^^dated 11 April 1947, 

Subject: "Distribution of Executive Type Office Equipment"* 

. This memorandum was rescinded by CIA General Order 
MBB dated 26 September 1947 issued by the Executive for 
Administration and Management* 

3. The memorandum referred to in paragraph 1 above is 
essential as a basic policy for the distribution of the more 
expensive types of office equipment* Experience has indicated 
that such a policy in .the end proves to be an economy rather 
than an extraordinary expense. 

4. The memorandum as originally issued serves the purposes 
of the Supply Division, Services Branch, completely, and no 
changes or amendments are recommended. It is therefore recommended 
that a similar directive be issued by the Executive for Administration 
and Management© 
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STATINTL 



TRANSMITTAL SLIP 


r DATE 



FROM: £*ECUTIVE REGISTRY 

BUILDING 

ROOM NO. 

EXTENSION 


i ^^2-36-8 (IZ99) 
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STanSard roRM NO. 04 m\T'T' 

Office Memorandum • united states cover 

^ date: 7 January 1948 


STAjTINTL TO 


E „,o»tir, tor A te» 6 o=»«t 

Thru i GAS & ADSO 
CCD 


STATINTL 


FROM i 

subject: Domestic Telegrams 


Change in Rates and Procedures 


STATINTL 


1. J» order that ' ,*3£rt.d 

b * p ” b 

?1. Ito P0C 

ssrsarsiAs «£* r t u t« 

recently changed. As a result, the cost u the 

mercial telegrams has been i " ii.e the old ruling 

same as the f u ^ 1 _ 00m ®.j „ Teleerams were handled ahead of 
that Government Domestic S Government Domestic 

all other traffic has been oh aeque nce with 
Telegrams will he handle indicates a specific 

X2. Originators of 

telegrams are cautione ^ or must te cheoked 

handling, the precedence mORIT ^ ords ■. PRI 0RITY"or 

if a cable form "s used and ^ ^^ph blank. 

"URGENT must bo ^yp eQ on 

■*$. Upon receipt of domestic^elegr^smrkedrPRIOMTY 
or URGENT, the Communications Divi^ ^ ^ message and 
££"£ the Western^TJnion Company for transmission. D 


tT 



STATINTL 


fteeo ho m ^ fljoprob'iJ- 

fl/> SO 


Lt, Colonel* GSC . . . _ 

Chief, Communications Divis 


‘'Of 



tWJy* 
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